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C O U W C I L  C O M M U N I C A T I O N  

- 

P E P 9 r n  i3Y: PEL- DIRECM>R 

I?EcmmrGED ACTIQN: That the City Council approve the 
specification and title chwge of a Police ljepartment 
p s i t i o n  from Services Divis 
Supervisor. 

t o  Services Division 

S A ~ ~ ~  RJPOFWTIm' : After reviewing the organiz W e  of 
the Police Eeparfnent and c analysis cf the 
duties of the propsed position, it was detemhed Ynat 
same modifications be made to  R 
dr;ties cf this position. 

t ePy  r e f k t  the 

Attached for your review are or 
affected division and de 

So sal.ary change for this class 
remimerid&. 

ional charts of the 

v 
Joanne R a r l o c h  
Personnel Director 



,- . 

SERVICES DIVISION 

. 

S E T ( V I ~ ~  DTvIsrcx  
swmmscx 

TECHNICAL SERVICES 
I 

RECORDS BUREAU 

ADMIN CLK I11 (1) DISP MATRON ( 6 )  
DISP JAILER (5)  Criminal Records 

r - - - - -  
* ON CALL MATRON ( 1 )  

ADMfN CLK I1 (1) s L - -  - - Prisoner Arraianrnen Warrants I Dispatch - Poiice Compl aint F i 1 ing Criminal Records Dispatch - Fire F ingerpr i nt ing 

Citations 

DISP MATRON (1) 
rJ Part time as rpq. DISP JAILER (1) 

I JaiI Control DCJJ Reporting 
f 

ADHIN CLK 11 ( 1 )  

*Sworn Fersonnel Jan 1989 



C I I I  El: 01: P O L I C E  
*FLOYD A .  b l I L L I A M S  

I - Department Secreta r v  Administrative Assistant + _I- - .- 

*Admioistrative Sergeant -- 
I 

TServiceS' Division] Crime Prevention Unit - Analysis Unit ~nvestigatiort~ Divisionf . 
*Csptain Lake * C a p t a  i n Hansen ' Capta i n Martin. 

I 
I 1 

Sc5wlCes . D \ V \ S I O f d  c*so cso C r i me Ana 1 y s t C 1 erk 

Administrative Clerk I I I ( i )  ' 

Administrative Clerk I 1  (3 )  
Dispdtcher/Jai ler i 
Dispatcher/Matron ([ 2 )  

Jai 1 Matron (part-time) 

* 8 .  

I 

/rdrnin, Clerk I 1  (part-time) F 

7 

. 

. .  

*L  i eu t enan t /Ha t c h C o m a  nder ( 4 ) 
*Field Sergeant (6) 
*Patrol Officer (34) 
"Traffic Unit ( 3 )  

*Investigative Sergeant 
*Invest isator'(4)' 

Community Service Officer ( 4 )  
Administrative Clerk I 1 1  
Animal Control Officer (2) 

Aux i  1 iary Officer (9) 
Police Explorer ( 1 2 )  

i 
.fi. 

*Narcotics Officer ( 2 )  
"Juveni le Officer. 
*Drug Suppression .Officer 
Adninistratfve Clerk 111 

Jvvenile Probation Officer 
I cso 

Adult Probation Officer 

(Probation Officers are 
San Joaquin County 
personnel assigned to 
Lodi Pol ice Department) 

LOO1 POLICE D E P A ~ I ~ I ' M E N l  ORGANIZATIONAL CIIAII?' (1988) 
.. . . 



RESOLUTION NO. 89-08 

A RESOLUTION OF TYE LODI CITY COUNCIL 
APPROVING THE MODIFIED CLASS SPECIFICATIONS AND TITLE CHP.KGE 

FOR SERVICES DiYISION MANAGER IN THE POLICE DEPARTMENT 

RESOLVEG, t h a t  the Ci ty  Counc i l  c f  the City of Lodi does hereby approve the 
modified c i a s s  j p t x f f i s ~ t i o r , s  3 ~ : d  t f t le  ch;rnge for the  Services D i v i s i o n  
Manager i n  the Police Department, a s  shown on Exhibit A attached hereto and 
thereby made a part hereof. 

Dated: January 18, I989 

1 hereby ce r t i fy  t h a t  Pesolution No. 89-08 was Dassed and adopted by the 
C i t y  Council of the  City o f  Lodi i r i  a regular meeting held  January 18, 1989 
by the following vote: 

Ayes : 

t:  

.-.---.I- .. _ .  - . . . , . .. , . _. . 

Counci 

CouncS 

Counc i 

Members - H i n c h a n ,  Olson, Reid, Snider and 
P inke r ton  (Mayor) 

Members - None 

Members - None 

City Cleric 

89-C8 

. .... ..,.. .\., , ~ . , ... ....... ^. 



SERVICES D M S I @ N  SWEWTSOR 

DEFINITION : 

To supervise, schedule and coordi?ate the oprations of the pu13iic 
safety &.spat& centex, records center and jail; provides 
ackinistrative and tec;ulical staff assistance. 

SUPERVTSION RECEIVED AND ExEIicISED: 

Xeceives direction €ran assig.Wi Police Captain. 

Exercises d i r ec t  supervision mer services divisim staff. 

EXAMP.LE.5 OF DWIES: 

!&ties may include, but are not l imi ted  to, the following: 

Supervise, schedule md coordinate the activities of dispatch, records 
center, ja i l  operations a d  technical services. 

Assist in  preparing a d  monitoring &the Services 

Appmve a d  authorize divisional purchases. 

- - 

ion budget. 

Implement and assist 
for dispatch, records, j a i l  operations zad technical services. 

htermine staffing requirements and prepare les for 
services division personnel. 

Provide training for dispatcher jailer/matrons and clerical supLmzt 
staff .  

Assist i n  mergency dispatch of public safety prsonnel as needed. 

formulating policies and qeratinr; procedia-es 

Coordinate a d  assume responsibility for the mainteraxe of a l l  
cmmmications e q u i p n t  a d  l aw  enfcrcemnt ccffnputer systzms- 

Coordimte recordkeeping activities between records and the ja i l .  

C q l e t e  performance evaluations on assigned staff. 

M a i n t a i n  ccrrpliance w i t h  new laws,  policies, and procedures. 

Ensure that proper procedures are followed relative to jail 
operations, warrants, and records. 



I' 

Research, collect data ard prspare a vzriety of statistical m d  
written r2ports. 

operate teletyp machine t o  enter ,  imdifij and re t r ieve data. 

krork w i t h ,  the general public i n  the areas of assigned functional 
r s spons ib i l i t i c s  . 
Investigate prisoner and c i t i z e n  c a q l a i n t s .  

QLKLIFICYiTICNS : 

KncwJledge of: 

The operation of public safety receiving and t r m m i t t i n g  
c m i c a t i o n s  equipeiit and systms . 
Departrent. regxiations md laws pertaining to  dispatch a d  ja i l  
owrations . 
Principles and practices of office nmgernent, buuget preparation a d  
aWnis+,-ation. 

Principles, ccdes, regulations and laws governing records rmnagmnt, 

Criminal court prccedures . 
Autmated l a w  enforcement information systems. 

Prirxiples of sqervis ion.  

Skill To: 

Remain calm i n  emergencies and respnd quickly usinq good judgement. 

Plan, organize and review th2 work of subordinates. 

C a m i c a t e  effectively, both orally and in writing. 

Establish and maintain effective mrking relationships with s t a f f  and 
the qeneral public. 

Follow verbal 2nd written instructions. 

Interpret  and apply mles and rqulations. 

t a speed necessary job performance. 



Etprience and Education: 

.r\my canbination equivalent to exprierice a d  education that would 
Ekely provide #e required knowledge and abilities would be 
cpalify~.g. A typical canbination is: 

Experience: 

Two years full tin?? experience as a Dispatcher M.atron/Jailer. 

-_I - 

LICENSE : 


